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Company Vehicle Policy
Rules for drivers of company-owned and leased vehicles, with driver acknowledgment
	Company
	Ridgeline Facility Services, Inc.
	Policy owner
	Fleet and Safety Manager

	Applies to
	All employees who drive for work
	Last reviewed
	November 2, 2026


Finished example for a fictional facilities company. Have the policy reviewed by your insurer and employment counsel before you use it, and check local rules on phone use, background checks and how personal use is taxed.
Purpose
Company vehicles are provided so employees can do their jobs safely and efficiently. This policy explains who may drive them, how they may be used, and what to do after an accident. Breaking it can put people at risk and expose the company to liability.
Driver eligibility
1. Hold a valid driver’s license for the vehicle class, held for at least two years
1. Pass a motor vehicle record (MVR) check before driving and every year after
1. No more than two moving violations or one at-fault accident in the last three years, and no impaired-driving conviction in the last seven
1. Complete the company’s defensive driving course within 30 days of being approved
Report  Tell your manager within 24 hours if your license is suspended, restricted or revoked, or if you are charged with a driving offense. You may not drive a company vehicle until it is reviewed.
Use of company vehicles
Permitted and prohibited use
Table 1. What is allowed
	Use
	Rule

	Business travel
	Allowed: job sites, client meetings, supply runs

	Commuting
	Allowed for assigned-vehicle drivers on call

	Personal errands
	Limited (see 3.2)

	Passengers
	Employees and clients on company business only; no hitchhikers

	Other drivers
	Only approved employees; family members may not drive

	Towing, ride-share, delivery for others
	Never allowed


Personal use
Limited personal use is allowed for assigned-vehicle drivers: stops on the way to or from work, and up to 100 personal miles a month. Record personal miles in the mileage log each week. Personal use of a company vehicle is a taxable benefit; payroll adds its value to your wages using the method the company’s tax adviser approves.
Safe driving rules
1. Wear seat belts; every passenger too
1. No handheld phone use while driving, including at red lights. Hands-free calls only when safe; never text, email or watch video
1. Obey speed limits and traffic laws; you pay your own tickets and parking fines
1. No alcohol, cannabis or impairing drugs, including prescription drugs that warn against driving
1. No smoking or vaping in the vehicle
1. Rest at least 15 minutes after every two hours of driving
Accidents and incidents
If you are in an accident, however small:
1. Stop, turn on hazard lights and check for injuries. Call 911 if anyone is hurt or the road is blocked.
1. Call the police for any accident with an injury, a third-party vehicle or property damage.
1. Do not admit fault or discuss blame. Exchange names, license, insurance and plate numbers.
1. Take photos of all vehicles, plates, the scene and any damage. Get witness names and phone numbers.
1. Call your manager and the fleet line, (614) 555-0190, before you leave the scene.
1. Fill in the accident report form (in the glove box) and submit it within 24 hours.
1. Take a drug and alcohol test if the company asks; refusing is treated as a positive result.
Fuel, maintenance and inspections
	Fuel
	Use the fuel card for company vehicles only; regular grade unless the manual says otherwise

	Weekly check
	Tires, lights, wipers, fluids and warning lights; report problems in the fleet app

	Service
	Book service when the oil-life reminder or the fleet app says it is due

	Cleanliness
	Keep the vehicle clean and free of personal items; no pets unless a service animal


Violations
Breaking this policy can lead to loss of driving privileges and discipline up to termination. Drivers pay for damage caused by gross negligence or unauthorized use where the law allows.
Driver acknowledgment
Tick each statement, then sign.
	☒
	I have read and understand the Company Vehicle Policy and had the chance to ask questions.

	☒
	I hold a valid driver’s license and authorize the company to check my motor vehicle record each year.

	☒
	I will report license changes, violations and accidents as the policy requires.

	☒
	I understand personal use is limited and is a taxable benefit.



	Employee
	Marcus Bell
	Employee ID
	RF-10482

	Vehicle
	2025 Ford Transit 250, unit 37
	Plate
	OH JKR-4471

	License no. (last 4)
	8821
	License expires
	March 14, 2029


	 
Employee
Marcus Bell
Date: Click or tap to enter a date.
	
	 
Fleet and Safety Manager
Rebecca Lin
Date: Click or tap to enter a date.
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